
Quarterly Report Instructions   
Visit www.neup.gov and log in at the upper right corner. For assistance, contact the NEUP IO at (208) 526-1104 or email 
.Jenna.Payne@inl.gov.

After logging in, the My Account section will appear and general account information should be updated if necessary. 
Hover the mouse cursor over Reports and select Quarterly Report.  

 

 

 

 

 

 

 

 

 

The Quarterly Report home screen will appear and there are several filtering options available to access reports. One 
way is to select the project ID from the ‘No Proposal Filter’ or by using the Quarter and Status filters. For example, 
type in ‘New’ under status, select ‘Contains’ and all reports in a New status will appear.  
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Various sections, such as Collaborators, allow users to import information from the previous quarter. Collaborators 
can now be updated each quarter to reflect current partners.  This applies to the Students section as well.  

 

 

 

 

 

 

Current Status should reflect the progress of the project and provide plans of action for any existing issues and 
concerns. All fields should be updated directly; avoid uploading a document in place of this section.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Any documents to support information entered can be uploaded in the Patents/Publications/Presentations/Reports 
section as shown below.  

 

 



  Milestones can also be imported and new ones added. Below this table, be sure to enter the overall percent 
complete in order to submit a report. No characters are allowed in this field. To enter 95%, simple enter 95.  

 

 

 

 

 

 

The spend plan should have the planned amount entered for the duration of the project initially with actual spending 
reported each quarter.  

 

    

 

 

 

 

 

 

 

 

 

 

The report can be edited and saved at any time. When it’s complete, select ‘Save and Submit’ to send notification to 
the TPOC to review.  
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